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CITY OF RIVERSIDE
2655 (I)  12/19/05

2658 (II) HUMAN RESOURCES DEPARTMENT Revised

2659 (III)

CLASSIFICATION SPECIFICATION

TITLE: POLICE RECORDS SPECIALIST I/II/III

DEFINITION 

Under general supervision, to perform a variety of complex and responsible document management duties that

includes the use of multiple confidential automated law enforcement databases;  to perform data entry of criminal

information into confidential records management systems (Records Management Systems) and various state and

federa l confiden tial telecom mun ications s ystem s;  and to d o related w ork as  required .  

DISTINGUISHING CHARACTERISTICS

Police Reco rds Spe cialist I: This is the entry class of the series.  Incumbents in this class perform routine police

record s review a nd in-tak e, ma intenanc e, dissem ination, reten tion, secu rity and retrieva l of docum ents under close

supervision.

Police Reco rds Spe cialist II: This  is the  journ ey level class of the series.  Incumbents in this class perform

prof icient ly all the duties of the Police Records Specialist I and perform increasing responsibilities and higher level

contac t with the pub lic at the cou nter and  in the Tele phone  Repo rting Unit. 

Police Reco rds Spe cialist III: This is the advanced  journey level, non-supervisory class in the police records

series.  Incumbents in this class perform increasingly responsible complex and difficult specialized record keeping

and assignments with minimal supervision.  Incumbents will work more independen tly in specialized assignments,

performing all phases  of police re cords in -take, m aintenance, and retention work.  This includes the use of

elec tronic  data bas ed police  record s ystem s.  Incum bents p erform  a variety of var ied, difficult, and resp ons ible

specialized clerical operations which involves the application of specialized training and experience gained in the

organization or sim ilar type of organization.  Work that is not considered routine is reviewed by the Police Program

Super visor.  Ass ignm ents are  usually perfo rme d unde r genera l supervisio n.  

REPORTS TO: Police Program Supervisor

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from the Police Program Supervisor.  May receive functional and technical

superv ision from  higher leve l sworn o r civilian Police D epartm ent staff.  

EXAMPLES OF DUTIES  (all positions):

• Perform  a wide  varie ty of co mp lex document management duties related to confidential police reports, law

enforcement records, court requirements, subpoenas, police records, registrant and permit files.

• Prepare official correspondence and reports.

• Provide courteous and expe ditious customer service to police personne l, City department staff, other law

enforcement personnel and the general public.

• Receive, review, ve rify, co rrec t, clas sify an d cod e crim inal information as defined by the Federal Bureau of

Investigation (FBI) Uniform Crime Reporting (UCR) Standards, and as further identified by Data Management

and Crime Analysis needs for police operations.

• Access county, state, interstate and national law enforcement records, automated data and electric information

systems for the purpose of research, retrieving, updating and purging the databases.
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• Process, prepare documentation, maintain and retrieve a high volume of police data, reports and records of

criminal investigations, arrests, accidents, complaints and incidents; processing includes dissemination of

police files to appropriate investigative divisions and other outside agencies as required by law and scanning

files into document management systems.

• Process requests for information as authorized for police applicant backgrounds for other agencies, insurance

requests and gen eral requ ests from  the public a nd other  agenice s; provide  inform ation in acc ordanc e with

applicable laws and based on established departmental procedures.

• Keep statistics and make reports on daily activities and work volume.

• Cross-train on multiple functions.

• Access State of California Law Enforcement and Telecommunications System (CLETS) and National Law

Enforcement Systems to enter, mo dify, update and retrieve data regarding stolen and recovered

vehic les/p rope rty, confidential information such as drivers licens e, vehicle re gistrations , inform ation of wa nts

and warrants, missing persons/runaways, etc.

• Assist the CLETS Agency Terminal Coordinator in enforcing system compliance laws and carrying out

validation and audit responsibilities with a high degree to accuracy within the time limits, prescribed by the

Department of Justice.

• Assist in the training of new employees; update and maintain desk procedures.

• Process Livescan applicant and criminal fingerprints and submit electronically to the Department of Justice.

• Review police reports for complete and accurate information before entering into systems; enter a variety of

data  into com pute r syste ms  with a  high le vel of  spee d and  accurac y.

• Verify accuracy on su pplem ental repo rts to the orig inal reports  before a ttaching c riminal his tory inform ation to

a perso n of interes t, suspe ct or police  incident/co ntact.

• Provide support in collecting data, systematically or manually, for special requests/projects needed for the

Police Department’s operational and/or administrative needs.

• Verify proper Department of Justice class ification cod es and  proofre ad entries  into the RM S from  reports

entered using direct entry into RMS or automated field reporting systems that are imported into the database.

• Opera te a variety of office equipment including: microfilm readers, scan ners, fax and copy m achines; perform

min or ad justm ents  on of fice m ach ines  and r equest m aintenance servic es as  nece ssa ry.

In add ition, w hen a ssign ed as a  Police R ecord s Spe cialist II:

• W rite thoroug h and ac curate p olice repo rts and a sk app ropriate qu estions to  obtain the necessary information

to determine appropriate crime and/or incident codes.

• Receive and write p olice repo rts receive d by phon e or in pers on at the P ublic Cou nter, acc ording to

department policy, for past crime involving thefts, burglary, embezzlement, forgery/fraud, runaway juveniles,

missing persons, threats, suspicious circumstances, traffic accidents, lost and found property, restraining

orders and violations, malicious mischief and other non-emergency crime reports.

• Perform vehicle inspections and sign off verified citation corrections.

• Review police reports and registration documentation to determine legal release of towed and stored vehicles,

accept fees, issue receipts and provide documentation to be accepted by contracted tow yards.

• Handle irrate and emotional members of the public with the utmost in courtesy, respect and tactfulness.

• Verbally explain legal statuses, reporting policies and records release authorities and restrictions.
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• Manage work day to respond to the public needs and questions, balanced with the ability to complete written

reports in a timely manner.

In add ition, w hen a ssign ed as a  Police R ecord s Spe cialist III:

• W rite complex and thorough correspondence to attorneys and other customers who require certified

inform ation from  the Police D epartm ent.

• Import and r eview  all fals e sec urity ala rm  calls  for se rvice and credit them to specific alarm user registration

accou nts; gene rate and  reconc ile mon thly false alarm  billing notices fo r the City or Fin ance D epartm ent.

• Process, issue an d ma intain reco rds for p erm its including a larms , special events, concealed weapons and

solicitors.

• Interview, issue and maintain records pertaining to the Federal Bureau of Alcohol and Beverage Control

(ABC), sale of weapons, secondhand dealers, pawn shops, pool hall, taxi, massage, fortune tellers and adult

entertainers.

• Interview, register, fingerprint, photograph and enter legally mandated information regarding sex, drug and

arson registrants.

• Receive and review officer court appearance information on various subpoena types; comply with procedures

set forth in the Memorandum of Understanding and Personnel and Training requirements; enter subpoena

information into the Co urt datab ase for a ll criminal, civil and  traffic cou rt subpo enas; re trieve police  docum ents

in support for subpoenas for office reference.

• Serve as liaison between Deputy District Attorneys, case attorneys, police officers and police managem ent

relating to court appearances; verifying proof-of-service documents and re laying m essages betwee n all

involved parties.

• Notify officers for “on-call” status and/or notify when no longer needed; provide officers with 24-hour notice

when they need to appear for a “24 hour notice” subpoena.

• Duplicate  and certify the copies of all police reports, audio recordings, video recordings in responses to

requests from the District Attorney’s Office, Discovery Requests or general Public Records Acts requests.

• Perform  complex line-level staff work, including research and basic programming necessary to extract

inform ation from  the various  databas es use d throug hout the P olice Dep artme nt.

• Provide temporary “lead” duties in the absence of supervisors.

• Verbally explain legal statutes, reporting policies and records release authorities and restrictions.

• Represent the Department in an official capacity based upon the responsibilities of the assignment held.

• Exerc ise indep enden t judgem ent.

• Perform higher level computer tasks and development assignments.

QUALIFICATIONS 

Know ledge of:  

• Mode rn office p ractices , proced ures an d equipm ent.

• Document management techniques involving typing/keyboarding, classifying, electronic and manual filing and

retrieval of documents.

• Proficient at using basic data entry screens and word processing applications.
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• Police records, electronic data bases and information systems.

• Relational database structures for entering data into proper modules of automated systems.

• App licable  laws, regulations, policies and procedures relating to public records and confidentiality of law

enforcement records.

• Process and maintenance of law enforcement records.

Ability to:  

• Perform  document management duties to include basic report taking, filing, duplicating, typing, scanning and

maintaining detailed records.

• Perform data management duties to include accurate interpretation and entry of indexed data fields.

• Understand and follow oral and written directions.

• Work efficiently with a high level of interruption.

• Comm unicate effectively both orally and in writing.

• Comprehend and learn to interpret, apply and explain law, codes, regulations, policies and procedures.

• Maintain accurate records and filing systems.

• Com preh end  guide lines e stab lished  by the  FBI U CR standard s and  class ify crim e data acc ordin gly.

• Proofread and detect errors.

• Operate a computer terminal, personal computer, scanning equipment and related software applications.

• Exerc ise indep enden t judgem ent.

• W ork w ith the  public  and f ellow  em ployee s courteo usly an d tac tfully.

• Recognize, understand and maintain the confidentiality of privileged information.

• Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience: 

Any combination of experience and education that would likely provide the required knowledge and abilities is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Equivalent to the completion of the twelfth grade.

Experience: Two years of general clerical and computer experien ce of  which one year involved the

main tenanc e of spe cialized law en forcem ent reco rds. 

MEDICAL CATEGORY:  Group 1

NECESSARY SPECIAL REQUIREMENTS

Must be able to successfully pass an extensive police background.

Possession of, or ability to obtain, a valid, appropriate Class “C” California Motor Vehicle Operator’s License.

Possession of, or  the ability to obtain by the end of the probationary period,  the California Law Enforcement

Telecommunications System (CLETS) Certificate and the ability to maintain certification every two years.
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CAREER ADVANCEMENT OPPORT UNITIES

FROM: Police R ecords  Specia list I

TO: Police R ecords  Specia list II

Police R ecords  Specia list III

Police Program Coordinator


